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Mobile : +971504753686 / +919979971283
 Email : manjusha.307414@2freemail.com 


               


· Objectives

Looking for an exciting and challenging career in professionally managed organization and to develop personal skills and abilities through hands on experience and learn from best situational crisis and applied conditions.

· Professional Experience

Trading Enterprises - Dubai (Al-Futtaim Group)

   (Dealers for Honda, Chrysler, Jeep, Dodge & Volvo.)
Duration: April 2007 - Till date

· Assignment as Warranty Administrator , handling warranty claims for Jeep, Chrysler,Dodge vehicles for entire UAE branch.

· Submission of warranty claims to principal company using Dealer Connect

· Raising of Goodwill warranty with principal.

· Preparation of Credit note , reconciling and submitting to finance on monthly basis.

· Service order and Warranty Audit on monthly basis and submission of Audit report to Service Operations Manager

· Worked as "Service Coordinator" involved in making Proforma Invoices for the customer's vehicle.

· Opening service orders for ordering Accessories & parts for customer & showroom vehicles

· Preparing sales orders, invoices and delivering parts

· Closing Warranty, SMC & Marketing Service Orders.

· Making  Purchase Orders in SAP

·  Coordinating with vendors for orders & payment.

·  Coordinating with Credit customer for outstanding payments.

· Handled Cash for a short tenure

Prime Honda Capital Cars (Pvt) Ltd, New Delhi 

(A reputed automobile company dealings with Honda Cars in India)

    Duration: March 2004 - August 2006

· Assignment as "Sales Coordinator" involved in sales report, management information system report, invoicing, attending sales enquiries.

· Also worked in H R department for a short tenure.

Thomson Multimedia (India) Ltd, New Delhi (June 2003 - March 2004)

 
 (One of the Leading Importers & Exporters of Electronics Devices in India) 

           Duration: March 2004 - August 2006

· Assignment as "Secretary" involved in office record keeping, attending telephones, fixing up appointment, looking after travel programs etc.

· Academic Qualification

· B.Com (Pass) from Delhi University - Year of passing 2005

· H.S.C (XII) Andhra School, New Delhi CBSE Board - Year of passing 2002

· S.S.C. (X) Holy Angels School, Sahibabd, ICSE Board - Year of  Passing 2000

Professional Qualification

One year Diploma Course in "Office Management" from YMCA, New Delhi

Typing Speed
: 40 wpm
Shorthand: 100 wpm

Diploma in ‘'Computer Financial Accounting'' from Ideal Computer Education (Regd) Sahibabad, Ghaziabad.

· Key Skills

· Committed to Quality Work Standards.

· Quick Learner with Keen Interest in New Challenges.

· Effective leadership, communication and coordinating skills.

· Maintenance and Reporting Skills.

· High Problem-Solving Skills.

· Ability to Multi-Task Effectively.

· Confident and Professional in Interactions with Individuals at all Levels.

· Excellent Telephone Skills.

· Excellent Customer Service

· Dealing effectively with multicultural environment.

· Positive Traits

Innovative hardworking and confident, interested in learning different cultures and assimilating the positive aspects in my view.

· Languages known

English, Hindi and Malayalam.

· Personal Details
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